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FOREWORD

The Self–Assessment and Evaluation Program (SAEP) has been developed within the

real world environment of field military personnel offices. MILPO branch and section

chiefs, noncommissioned officers, specialists, and key members of the civilian work

force made substantial contributions during the initial evaluation and validation process.

Hence, this program is reflective of their many comments and recommendations.
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H i s t o r y .  T o  m a k e  t h i s  p u b l i c a t i o n
c o m p a t i b l e  w i t h  t h e  A r m y  e l e c t r o n i c
p u b l i s h i n g  d a t a b a s e ,  a p p e n d i x  A ,  t h e
M o n t h l y  S c h e d u l e  f o r  S A E P  A p p l i c a t i o n
was changed to a figure in appendix A.1;
an appendix of references was inserted as
appendix A.
Summary. This pamphlet establishes the
Army–wide Self–Assessment and Evalua-
tion Program(SAEP) for military person-
nel offices (MILPO). In the past, locally
developed procedures and techniques have

been used by MILPO chiefs to measure
t h e  e f f e c t i v e n e s s  o f  t h e i r  o p e r a t i o n s .
While being effectively used, these proce-
d u r e s  a n d  t e c h n i q u e s  d i f f e r e d  f r o m
MILPO to MILPO. Hence, SAEP is not a
new program in the broad sense of the
word. Rather, SAEP is an effort on the
part of HQDA, in close coordination with
MILPO chiefs, commanders,and field ad-
j u t a n t s  g e n e r a l ,  t o  c o n s o l i d a t e  m a n y  o f
these procedures and techniques for stand-
a r d  A r m y – w i d e  a p p l i c a t i o n  w i t h i n  a l l
MILPO. It is an in ternal management
program for use by the MILPO chief and
commander to ensure that effective and
quality service is provided the soldier and
the commander on a continuing basis.
Applicability. This pamphlet applies to
a c t i v e  A r m y  M i l i t a r y  P e r s o n n e l  O f f i c e s
(both permanent and student–trainee). Re-
serve Component units having personnel
support and service responsibilities are en-
couraged to use SAEP procedures to as-
sess and evaluate the effectiveness of their
operations.
Proponent and exception authority.
The proponent agency of this pamphlet is
the US Army Military Personnel Center.

I n t e r i m  c h a n g e s .  I n t e r i m  c h a n g e s  t o
this pamphlet are not official unless they
are authenticated by The Adjutant Gener-
al. Users will destroy interim changes on
their expiration date unless sooner super-
seded or rescinded.

Suggested Improvements. Users are
invited to send comments and suggested
improvements on DA Form 2028 (Recom-
m e n d e d  C h a n g e s  t o  P u b l i c a t i o n s  a n d
B l a n k  F o r m s )  d i r e c t  t o  H Q D A ( D A P C -
MSF-O), Alexandria, VA 22332. Send to
the same address all inquiries involving
the SAEP program that request action by
HQDA.

D i s t r i b u t i o n .  T o  b e  d i s t r i b u t e d  i n  a c -
cordance with labels furnished.
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Section I
GENERAL

1. Purpose.
This pamphlet establishes the Army–wide Self–Assessment and Evaluation Program(SAEP) for military personnel
offices (MILPO). In the past, locally developed procedures and techniques have been used by MILPO chiefs to
measure the effectiveness of their operations. While being effectively used, these procedures and techniques differed
from MILPO to MILPO. Hence, SAEP is not a new program in the broad sense of the word. Rather, SAEP is an effort
on the part of HQDA, in close coordination with MILPO chiefs, commanders,and field adjutants general, to consolidate
many of these procedures and techniques for standard Army–wide application within all MILPO. It is an in ternal
management program for use by the MILPO chief and commander to ensure that effective and quality service is
provided the soldier and the commander on a continuing basis.

2. Applicability.
This pamphlet applies to active Army Military Personnel Offices (both permanent and student–trainee). Reserve
Component units having personnel support and service responsibilities are encouraged to use SAEP procedures to
assess and evaluate the effectiveness of their operations.

3. Explanation of Terms.
a. Self–Assessment and Evaluation Program (SAEP). A MILPO “do it yourself” program which is designed to

permit a MILPO chief or commander to measure the effectiveness of MILPO operations to provide services and
support to soldiers and commanders.

b. Functional area. An action area used in this program which permits identification of various procedures within a
MILPO, including SIDPERS Interface Division/Branch (SID/SIB).

4. Objective.
The SAEP objectives are to—

a. Create an atmosphere which stimulates positive individual attitudes, initiative, and active involvement in the
management of military personnel services and support systems.

b. Encourage candor and open discussion of problem areas and collective problem solving.
c. Encourage rewarding outstanding MILPO employees in a constructive and timely manner.
d. Provide sufficient information for evaluation and initiation of corrective or preventive measures.
e. Encourage the continuous reappraisal and revalidation of tasks, procedures, and systems within each MILPO to

ensure uniform MILPO operations.
f. Build a cohesive group of management specialists dedicated to mission accomplishments.
g. Analyze the effectiveness of MILPO SOP.
h. Determine if a reorganization of personnel or equipment is needed to improve efficiency.
i. Provide a tool for measuring the qualitative performance within each MILPO functional area.

5. Policy.
In the administration of SAEP, person–to–person communication will be encouraged to the maximum extent between
the MILPO and serviced units. Internal self–assessment, internal self–evaluation, internal self–correction, and internal
self–help will be emphasized. To accomplish the latter and to preserve the integrity of the program, reports generated
from the application of SAEP will not be reviewed or distributed outside the MILPO. The reports should be used by
the MILPO chief to determine how the MILPO can best serve the soldier and the commander. The MILPO chief or
commander may pass on information from these reports if the information will lead to a more efficiently operated
MILPO. As recommended by MACOM and MILPO during trial runs, the MILPO chief, and regional personnel center
PSD/PSC commanders will control all reports resulting from the application of the SAEP. All outside visits to the
MILPO, whether in an assistance or inspection mode, will be guided by the contents of this paragraph. Assistance or
inspection teams (IG or PERMAS) should not use the content of the SAEP reports as the basis for their reports.

6. Format.
The probing question and “yes/no” checklist–answer method are used in the assessment and evaluation processes. Each
question is tied to a specific functional area within the MILPO. DA Form 268 (Suspension of Favorable Personnel
Actions) is a typical example of a functional area. In this example, a question may be: Is suspension of favorable
personnel actions lifted promptly when reason for suspension no longer exists (para 6, AR 600-31)? The answer to this
question is either yes or no. There is no room for a partial answer. A positive answer must be supported; a negative
answer must be followed by immediate corrective action. Hence, it is a “show and tell” kind of situation.
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7. Responsibilities.
a. Commanding General, MILPERCEN. The effectiveness of the SAEP is tied to the responsiveness of the problem

solver. Identifica-tion of a problem area through the application of SAEP is useless in the absence of followup
corrective action. Accordingly, the Commanding General, MILPERCEN—

(1) Evaluates and takes corrective action on policies determined to be problem generating.
(2) Makes available the services of DA Personnel Management Assistance System Teams or individual members to

assist adjutants general and MILPO chiefs or commanders to resolve major problem areas.
b. The installation or division adjutant general. The installation or division adjutant general or other designated

official plays an important role in the successful administration of SAEP. He or she fulfills this role by actively
becoming involved in the following manner:

(1) Takes timely action on problem areas brought to his or her attention by the MILPO chief.
(2) Maintains person–to–person contact with the MILPO chief and commander and ensures timely publication of

local SAEP articles.
(3) Initiates appropriate recognition based on the performance of employees and the MILPO as a unit.
c. The chief of the MILPO. The chief or commander of the MILPO holds the key to the successful operation of the

SAEP. In fulfilling this role, the chief —
(1) Creates, motivates, and maintains the necessary atmosphere for acceptance of the program on a continuing basis.
(2) Ensures that the objectives of the program are fully understood and supported by all individuals involved in the

MILPO operation through sensing sessions and individual contacts.
(3) Implements, uses, and supervises operation of the program.
(4) Initiates corrective action for problems that can be resolved internally and establishes measures to prevent

recurrence.
(5) Brings problems which are beyond the capability of the MILPO to the attention of the installation or division

adjutant general.
(6) Creates and maintains a spirit of competitiveness by timely recognition of outstanding performers.
(7) Provides on–the–job training and on–the–job experience (OJT/OJE) for those personnel who need job training or

experience.
(8) Compares the latest SAEP reports with the PERMAST report to determine the accuracy and completeness of his

or her evaluation.
(9) Controls and limits the use of SAEP reports by ensuring that these internal reports are used within the spirit and

intent of this program, to identify and resolve problem areas. (See para 5 for policy on releasing reports outside the
MILPO.)

(10) Keeps the SAEP up–to–date by changing functional area questions as the procedures in DA Pam 600-8-XX
change.

(11) Uses the skills and expertise of the installation organizational effectiveness (OE) staff officer (optional). The
decision to ask an OE officer for help should follow a thorough review of AR 600-76. An OE officer can —

(a) Prepare MILPO people for acceptance and initial implementation of the SAEP.
(b) Develop interpersonal skills.
(c) Motivate, influence, and improve esprit de corps.
(d) Improve communications between the various MILPO elements.
d. Unit or organization commanders serviced by the MILPO. Commanders of these activities hold the key to the

successful operation of the MILPO. The responsiveness of the MILPO to the needs and requirements of the unit
commanders is directly tied to the responsiveness of the commanders to the needs and requirements of the MILPO.
Commanders may fulfill this “responsiveness” by —

(1) Ensuring prompt and accurate reporting of changes of personnel management data of assigned and attached
soldiers. Many personnel actions are either delayed or not done because of late or incorrect reporting.

(2) Making soldiers available to review and validate the contents of their records at the scheduled time.
(3) Making prompt replies to the MILPO in response to inquiries or suspense actions regarding members of their

units.
(4) Making sure that officer and enlisted evaluation reports are prepared correctly and submitted promptly.
(5) Taking positive action to reduce the number of unkept appointments to the MILPO.
(6) Ensuring that soldiers promptly report any change to their DD Form 93 (Record of Emergency Data).
(7) Reducing the number of soldiers visiting the MILPO by making full use of the personnel staff NCO as the

extension of the MILPO.
e. The personnel staff noncommissioned officer (PSNCO). The PSNCO duties are outlined in DA Pam 600-8 and

DA Pam 600-8-1. In performing these duties the PSNCO is the “go–between” coordinator between the PAC and the
unit commanders and various elements of the MILPO. The role of the PSNCO is key to the effectiveness of the
MILPO in providing PSS.
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f. Personnel Management Assistance System Team (PERMAST). The team will—
(1) Discuss with the MILPO chief the impact the SAEP program is having on the operation of the MILPO.
(2) At the request of the MILPO chief or commander, bring to the attention of the appropriate DA activity internal

MILPO problems (such as policy changes which may have been generated by the DA activity) requiring external
assistance by the agency involved.

(3) Accept and pass on any recommended MILPO changes to the SAEP to HQDA (DAPC-MSF-0), Alexandria, VA
22332.

(4) If possible, tie the frequency of visits to the MILPO to the effectiveness with which the MILPO chief or
commander applies the SAEP.

(5) Assist MILPO people in the administration of SAEP, by teaching them the techniques so they can achieve the
best possible results from the application of the program.

(6) Provide the MILPO chief or commander input on how to expand or revise the SAEP to make it a more effective
management tool.

g. MILPO Senior Personnel Sergeant. The Senior Personnel Sergeant should play the following role in the SAEP:
(1) Review SAEP reports and take followup action to ensure that identified problems are corrected.
(2) Ensure that desk SOPs are revised as needed to reflect SAEP results.
(3) Maintain a record of SAEP applications, to include date of application, functional area number or title, and name

of branch or section.
(4) At the direction of the MILPO chief or commander, serve as the MILPO point of contact for the SAEP.

Section II
APPLICATION AND PROCEDURES

8. General.
The ongoing action and application of SAEP are not limited to any specific structure but should be used to accomplish
a specific task —measuring the level of performance of a given MILPO functional area. Figures 1 through 19 are
check-sheets (suggested formats) to use in evaluating some SAEP functional areas.

9. Application.
a. Appointment. Using the informal approach, the MILPO chief will select the individual to assess and evaluate

functional areas within the MILPO. The evaluator will be instructed to place emphasis on problem identification and
problem resolution. A team of two or three may be appropriate for some functional areas, for large MILPO, and in
those cases where the MILPO chief feels that an impartial evaluation could not be conducted by the branch or section
chief. The spirit of cooperation between the different branches of the MILPO is vital to the SAEP.

b. Qualification. The evaluator (military or civilian) must be thoroughly knowledgeable of the overall functional
areas to be assessed and evaluated. The success of SAEP is contingent on the objectivity and aggressiveness of the
individual who conducts it. That person must keep in mind that SAEP is a problem identification and problem
resolution program.

c. Tips for the evaluator. It should be noted that all MILPOs do not operate in the same manner. Hence, a limited
number of questions found in some functional areas may not be applicable to the particular section or branch in which
the assessment and evaluation will be made. In such a case, the evaluator should make a checkmark in the “not
applicable” (NA) column and indicate in the remarks section where the function is being performed. The SAEP is
sufficiently flexible to permit the MILPO chief to make adjustments in the program format. Questions can be added or
deleted or reassigned to the area where the functions are being performed.

10. Procedures.
a. Frequency. The MILPO chief or commander will determine the frequency of the SAEP. It is recommended,

however, that one or more functional areas be assessed and evaluated each month. An optional schedule is in appendix
A.

b. Notification. It is recommended that prior to each application of SAEP to a functional area, the MILPO chief will
informally notify the branch or section chief of the date and time of the assessment and evaluation.

c. Sample size. A sample size of 25 to 50 records or documents of the total MPRJs or related documents is
recommended. Actual field testing in a live environment of a MILPO proved the numbers recommended to be
sufficient to obtain a real–world feel of record or document accuracy. However, a lesser or greater number may be
used, depending on the size of the population serviced by the MILPO and the functional areas to be assessed and
evaluated. Random selection techniques should be used in order to give each record or document the same opportunity
for selection. If names are to be used, be sure to select them from the most recent ALPHA roster. In any case, the exact
number and method of the record, document, or individual selection should be determined by the SAEP evaluator.
Further guidance on sample sizes is found in DA Pam 600-7.

d. Standards. The standards are found in the appropriate publications applicable to the specific functional area to be
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assessed and evaluated. In the example given in paragraph 6, the standard requirement is that a suspension of favorable
personnel actions will be lifted promptly when reason for the suspension no longer exists (para 6, AR 600-31). In
essence, the suspension should be lifted and all related actions completed on receipt of the document requiring such
removal. A MILPO chief or evaluator can generally tell from the appropriate publication if certain standards are being
achieved. Repetitive failures to meet certain standard requirements may indicate —

(1) A discrepancy in the MILPO SOP.
(2) A lack of motivation on the part of the individuals involved.
(3) A need for the MILPO chief or commander to conduct a training program geared to the functional area under

review.

11. Internal and External Reporting Formats.
a. Internal reporting. In appendix B is a self–explanatory sample reporting format. This format should be completed

by each evaluator. Functional Area Number 14 (Incentive Pay) is demonstrated in the sample shown. Note, this is only
a sample. The information reported will vary depending on the functional area to be assessed and evaluated.

b. External reporting. In appendix C there is a sample transmittal letter. In appendix D there is an SAEP worksheet.
They have been designed to permit the MILPO chief to report external problems affecting the MILPO to the activity
that can solve them. Each report should be specific in defining each problem and identifying each cause. The report
should include —

(1) A clear statement of the problem.
(2) A summary of the problem.
(3) Any corrective action taken by the MILPO chief or commander.

Section III
SHORT AND LONG RANGE PLANS

12. Application and Refinement.
Application of the SAEP will be done on a voluntary basis during the first 2 to 3 years of operation. During this
interim period, MILPO chiefs or commanders, adjutants general, personnel officers, and civilian employees will have
the opportunity to fully evaluate the effectiveness of the program, pinpointing its weaknesses and strengths and making
recommendations for refinement. Hence, the first few years will be a period of test application and refinement.

13. Subsequent Years.
The MILPO chief/RPC/PSD/PSC commander will continue to play the dominant role in guiding the SAEP. The
aggressiveness in which the SAEP is applied will be a major determinant as to whether SAEP continues as a voluntary
program or becomes mandatory. The procedure used in the development of this program of identifying problem areas
by reviewing reports received at MILPERCEN will continue. For example, if a review of PERMAS or other reports
shows a repetitive problem in functional area number 2 (Suspension of Favorable Personnel Actions), this fact will be
brought to the attention of all MILPO for appropriate action. In this instance the MILPO chief or commander should
consider implementing SAEP functional area number 2.

Section IV
ADVANTAGES OF SAEP
Several advantages will be realized through the application of SAEP. Some of them can be pinpointed at this time;
others must await experience factors to be gained through its application.

14. Known Advantages.
SAEP as an in–house, self–help program will—

a. Reflect the views of the users.
b. Serve as a valid teaching tool to newly assigned personnel.
c. Be easy to apply since one or more functional areas can be assessed and evaluated without applying the entire

program.
d. Provide an accurate reflection of MILPO operation in any one of several functional areas.
e. Permit the identification and tailoring of training needs and the identification of other potential or actual problem

areas that can be resolved internally.
f. Identify internal and external problems that cannot be resolved at the MILPO level and provide a basis for

requesting assistance from a higher headquarters.
g. Provide uniformity of MILPO operations.

15. Projected Advantages.
A few of the advantages that can be projected are—
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a. Fewer MILP0 visits. Reduction in the number of visits to certain MILPO by various teams or individuals. A
MILPO chief or commander who can keep his or her own house in order should require less assistance from a higher
headquarters.

b. TDY funds saving. A reduction of various visits to efficiently operated MILPO and a concentration of visits to
MILPO who need assistance should result in a significant saving of TDY funds. The number of MILPO operating
efficiently is much greater than the number of those operating below par.
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Section V
SAEP CHECKSHEETS

16. SAEP Checksheets
(Suggested Formats)

Figure 1. Customer Service Activity (CSA) Checksheet
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Figure 1. Customer Service Activity (CSA) Checksheet—Continued
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Figure 1A. Service Indicator Rating Checksheet (Optional)
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Figure 2. Suspension of Favorable Personnel Actions Checksheet
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Figure 2. Suspension of Favorable Personnel Actions Checksheet—Continued
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Figure 2. Suspension of Favorable Personnel Actions Checksheet—Continued
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Figure 3. Maintenance of DA Form 2 Checksheet
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Figure 3. Maintenance of DA Form 2 Checksheet—Continued
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Figure 3A. Maintenance of DA Form 2–1, DA Form 41/DD Form 93 Checksheet
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Figure 3A. Maintenance of DA Form 2–1, DA Form 41/DD Form 93 Checksheet—Continued
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Figure 3B. Review of DA Form 41/DD Form 93
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Figure 3C. Maintenance of DA Form 201 Checksheet
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Figure 3C. Maintenance of DA Form 201 Checksheet—Continued

18 DA PAM 600–44 • 1 July 1979



Figure 4. SIDPERS Interface Branch (SIB) Checksheet
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Figure 4. SIDPERS Interface Branch (SIB) Checksheet—Continued
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Figure 4. SIDPERS Interface Branch (SIB) Checksheet—Continued
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Figure 4. SIDPERS Interface Branch (SIB) Checksheet—Continued
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Figure 4. SIDPERS Interface Branch (SIB) Checksheet—Continued
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Figure 4. SIDPERS Interface Branch (SIB) Checksheet—Continued
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Figure 5. SIDPERS Input and Control Data Personnel Change Checksheet
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Figure 5. SIDPERS Input and Control Data Personnel Change Checksheet—Continued
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Figure 6. Verification of Assigned Officer Personnel Eligible for Promotion Consideration By HQDA Selection Boards
Checksheet

27DA PAM 600–44 • 1 July 1979



Figure 6. Verification of Assigned Officer Personnel Eligible for Promotion Consideration By HQDA Selection Boards
Checksheet—Continued
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Figure 6A. Grade Determination Worksheet
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Figure 7. Verification of Dates of Rank of 1LT and CW2 Checksheet
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Figure 7. Verification of Dates of Rank of 1LT and CW2 Checksheet—Continued
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Figure 8. DA Form 67–7 Checksheet
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Figure 8. DA Form 67–7 Checksheet—Continued
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Figure 8A. DA Form 67–8 Checksheet
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Figure 8A. DA Form 67–8 Checksheet—Continued
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Figure 8B. OER Status Report
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Figure 9. DA Form 2166–5 Checksheet

37DA PAM 600–44 • 1 July 1979



Figure 9. DA Form 2166–5 Checksheet—Continued
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Figure 9. DA Form 2166–5 Checksheet—Continued
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Figure 9A. EER Status Report
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Figure 10. Centralized Enlisted Promotions (E7, E8 & E9) Checksheet
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Figure 10. Centralized Enlisted Promotions (E7, E8 & E9) Checksheet—Continued
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Figure 10. Centralized Enlisted Promotions (E7, E8 & E9) Checksheet—Continued
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Figure 10. Centralized Enlisted Promotions (E7, E8 & E9) Checksheet—Continued
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Figure 11. Semi–Centralized Enlisted Promotion (E5 & E6) Checksheet—Continued
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Figure 11. Semi–Centralized Enlisted Promotion (E5 & E6) Checksheet—Continued
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Figure 11. Semi–Centralized Enlisted Promotion (E5 & E6) Checksheet—Continued
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Figure 11. Semi–Centralized Enlisted Promotion (E5 & E6) Checksheet—Continued
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Figure 12. Removal of Bars to Reenlistment Checksheet
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Figure 12. Removal of Bars to Reenlistment Checksheet—Continued
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Figure 13. Change of Oversea Tours Checksheet
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Figure 13. Change of Oversea Tours Checksheet—Continued
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Figure 13. Change of Oversea Tours Checksheet—Continued
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Figure 14. Incentive Pay Checksheet
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Figure 14. Incentive Pay Checksheet—Continued
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Figure 14. Incentive Pay Checksheet—Continued
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Figure 15. Verification — Awards and Decorations Checksheet
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Figure 15. Verification — Awards and Decorations Checksheet—Continued
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Figure 16. Enlisted Administrative Discharges Checksheet

59DA PAM 600–44 • 1 July 1979



Figure 16. Enlisted Administrative Discharges Checksheet—Continued
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Figure 16. Enlisted Administrative Discharges Checksheet—Continued
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Figure 17. Assignment Eligibility and Availability (AEA) Codes Checksheet
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Figure 17. Assignment Eligibility and Availability (AEA) Codes Checksheet—Continued
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Figure 17A. Erroneous AEA Codes or TDATE Worksheet
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Figure 18. Movement System — Levy Section Checksheet
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Figure 18. Movement System — Levy Section Checksheet—Continued
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Figure 18. Movement System — Levy Section Checksheet—Continued
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Figure 18A. Enlisted Deletions, Deferments, and Movements Checksheet
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Figure 18A. Enlisted Deletions, Deferments, and Movements Checksheet—Continued
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Figure 18A. Enlisted Deletions, Deferments, and Movements Checksheet—Continued
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Figure 18B. Enlisted Movements Checksheet
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Figure 18B. Enlisted Movements Checksheet—Continued
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Figure 19. AIT Graduates — Assigments and Controls Checksheet
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Figure 19. AIT Graduates — Assigments and Controls Checksheet—Continued
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Figure 19. AIT Graduates — Assigments and Controls Checksheet—Continued
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17. Title not used.
Paragraph not used.
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Appendix A
REFERENCES

Section I
Required Publications
This section contains no entries.

Section II
Related Publications
This section contains no entries.

Section III
Prescribed Forms
This section contains no entries.

Section IV
Referenced Forms
This section contains no entries.
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Appendix A.1
MONTHLY SCHEDULE FOR SAEP APPLICATION

A–1. Monthly Schedule for SAEP Application (Optional)

Figure A–1. Monthly Schedule for SAEP Application (Optional)

A–2. Notes.

1. Use of this schedule is optional. The MILPO chief or commander may establish a schedule to reflect the priority of
known problem areas.
2. The ASTERISK (*) denotes areas in which repetitive errors have been identified via PERMAST visits.
3. The importance and magnitude of certain functions, or state of effectiveness may dictate the need for more frequent
evaluation than once or twice a year.
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Appendix B
SAMPLE REPORT FORMAT

B–1. Sample Report Format (Optional)

Figure B–1. Sample Report Format (Optional)

B–2. Title not used.
Paragraph not used.
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Appendix C
SAMPLE LETTER OF TRANSMITTAL

C–1. Sample Letter of Transmittal

Figure C–1. Sample Letter of Transmittal

C–2. Title not used.
Paragraph not used.

80 DA PAM 600–44 • 1 July 1979



Appendix D
SAEP WORKSHEET

D–1. SAEP WORKSHEET

Figure D–1. SAEP Worksheet
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Figure D–1. SAEP Worksheet—Continued

D–2. Title not used.
Paragraph not used.
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